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This schedule applies to: All Local Government Agencies 
 

Scope of records retention schedule 
This records retention schedule authorizes the destruction/transfer of the public records of all local government agencies relating to the common functions of the 
ƳŀƴŀƎŜƳŜƴǘ ƻŦ ǘƘŜ ŀƎŜƴŎȅΣ ŀƴŘ ƳŀƴŀƎŜƳŜƴǘ ƻŦ ǘƘŜ ŀƎŜƴŎȅΩǎ ŀǎǎŜǘǎΣ ŦƛƴŀƴŎŜǎΣ ƘǳƳŀƴ ǊŜǎƻǳǊces and information resources. It is to be used in conjunction with 
the other approved schedules that relate to the functions of the agency.  
 

All current approved records retention schedules can be accessed online at:  http://www .sos.wa.gov/archives/recordsretentionschedules.aspx. 
 

Disposition of public records 
Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule. 
Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the efficient and effective 
management of local resources.  
 

Public records designated as Archival (Permanent Retention) or Non-Archival όǿƛǘƘ ŀ ǊŜǘŜƴǘƛƻƴ ǇŜǊƛƻŘ ƻŦ ά[ƛŦŜ ƻŦ ǘƘŜ !ƎŜƴŎȅέ ƻǊ άtŜǊƳŀƴŜƴǘέ) must not be 
destroyed. Records designated as Archival (Appraisal Required) must be appraised by the Washington State Archives before disposition. Public records must not 
be destroyed if they are subject to ongoing or reasonably anticipated litigation. {ǳŎƘ ǇǳōƭƛŎ ǊŜŎƻǊŘǎ Ƴǳǎǘ ōŜ ƳŀƴŀƎŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŀƎŜƴŎȅΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ 
procedures for legal holds. Public records must not be destroyed if they are subject to an existing public records request in accordance with chapter 42.56 RCW. 
{ǳŎƘ ǇǳōƭƛŎ ǊŜŎƻǊŘǎ Ƴǳǎǘ ōŜ ƳŀƴŀƎŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŀƎŜƴŎȅΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ǇǳōƭƛŎ ǊŜŎƻǊŘǎ ǊŜǉǳŜǎǘǎΦ 
 

In addition to the minimum retention requirements specified in this schedule, there may be additional (longer) retention requirements mandated by federal, state 
and/or local statute, grant agreement, and/or other contractual obligations. 
 

Revocation of previously issued records retention schedules 
All previously approved disposition authorities for records that are covered by this retention schedule are revoked, including those listed in all general and agency 
unique retention schedules. Local government agencies should take measures to ensure that the retention and disposition of public records is in accordance with 
current approved records retention schedules.  
 

Authority 
This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on May 18, 2017. 

Signature on File  Signature on File  Signature on File 

For the State Auditor: Cindy Evans    For the Attorney General: Matt Kernutt  The State Archivist: Steve Excell 

http://www.sos.wa.gov/archives/recordsretentionschedules.aspx
http://apps.leg.wa.gov/rcw/default.aspx?cite=42.56
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
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REVISION HISTORY 

Version 
Date of 

Approval 
Extent of Revision 

1.0 
December 
16, 2008 

Consolidation of existing records series common to all local government agencies (from all local government general schedules) into a single records 
retention schedule. No changes to records series titles, descriptions, retention periods, disposition authority numbers (DANs), or archival designations. 
EXCEPTION:  All duplicate DANs have been assigned new DANs. New series relating to Electronic Imaging Systems (EIS) source documents (DAN GS50-09-14). 

2.0 
January 28, 

2010 

Complete revision of Information Management function. New Records Conversion activity created. Library records series transferred from Local 
Government General Records Retention Schedule (LGGRRS) Version 5.0 and updated. Electronic Information Systems activity completely revised and 
placed in Asset Management function. New archival designations introduced in all new and revised records series. (Definitions can be found in the 
Glossary.) Revision numbers have been added to all Disposition Authority Numbers (DANs). A new section, Records with Minimal Retention Value, covers 
records previously covered by GS50-02 (which has been discontinued). wŜƳƻǾŜŘ ά{ŜŎƻƴŘŀǊȅ /ƻǇȅέ ŀƴŘ άwŜƳŀǊƪǎϦ ŎƻƭǳƳƴǎ ƛƴ ŀƭƭ ŀŎǘƛǾƛǘƛŜǎ ǿith new and 
revised records series. Also removed extraneous notes about revisions and corrections in all records series.  

2.1 
July 29,   
2010 

Records series in the Risk Management/Insurance and Legal sections (covering accidents/incidents, guardian permission for minors, and claims for 
damages) have been revised. The Industrial Insurance (ǿƻǊƪŜǊǎΩ compensation) section has been updated and consolidated, and a new series covering 
LEOFF 1 claims has been added. GS50-01-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, such as 
liability waivers, hold harmless agreements, insurance waivers, etc. Two new series covering agency strategic plans have been added. A new series 
covering Superior Court source records (which have been reproduced) has been added. An obsolete records series relating to public disclosure requests 
has been discontinued.  

2.2 
December 
15, 2011 

Critical updates based on user feedback/input. 36 pages removed. 77 records series discontinued, 34 revised, and 28 added. 31 existing series relating to 
financial transactions have been consolidated into 2 new series:  Financial Transactions ς General, and Financial Transactions ς Bond, Grant and Levy 
Projects. 19 existing series relating to meetings and hearings have been consolidated into 2 existing and 4 new series.  !ŘŘŜŘ ά5esignationsέ column; 
rŜƳƻǾŜŘ άLǘŜƳ bƻΦέΣ ά{ŜŎƻƴŘŀǊȅ wŜŎƻǊŘ /ƻǇȅέΣ ŀƴŘ άwŜƳŀǊƪǎϦ columns.  (Some remarks have been ŀŘŘŜŘ ǘƻ ŘŜǎŎǊƛǇǘƛƻƴ ŀǎ άbƻǘŜǎέΦ) All records series 
relating to purchasing have been moved to Financial Management/  Purchasing.  The Contracts and Agreements section has been updated/enhanced, 
and a new Training section has been added to cover agency-provided training.  (These and many more changes are detailed in the Revision Guide.) 

3.0 
November 
29, 2012 

Complete revision of the Asset Management function. 34 new series; 7 series transferred in from LGGRRS Version 5.2; 87 series revised; and 78 series 
discontinued.  Multiple activities restructured and several new activities added including:  Elections (Elected Officials, Initiatives and Referenda); 
Emergency Planning, Response and Recovery; and, Local Government Legislation.  (All changes are detailed in the Revision Guide.) 

3.1 
December 
18, 2014 

Added new series (GS2014-030) to urgently address the payment card Sensitive Authentication Data issue.  Three additional series added (GS2014-029, 
GS2014-031, and GS2014-032); one discontinued (GS2010-085); and 11 revised/updated. Also, corrections made to 11 DAN revision numbers όŜΦƎΦΣ άwŜǾΦ 
лέύ (All changes are detailed in the Summary of Changes.)  



 

Local Government Common Records Retention Schedule (CORE) 
                                                                                Version 4.0 (May 2017) 

  

      Page 3 of 196 
 

Version 
Date of 

Approval 
Extent of Revision 

3.2 
August    

20, 2015 
One records series modified.  GS2014-030 renamed Financial Transactions ς Sensitive Cardholder Data and description modified to include primary 
account/credit card number (PAN) as well as all Sensitive Authentication Data (SAD).  Exclusions on p.90 & 91 updated. (No Summary of Changes.) 

3.3 
October 27, 

2016 
Minor revisions to the ά!ƎŜƴŎȅ aŀƴŀƎŜƳŜƴǘ ς aŜŜǘƛƴƎǎ ŀƴŘ IŜŀǊƛƴƎǎέ ŀƴŘ άRecords with Minimal Retention Value (Transitory Records)έ sections. 

4.0 
May 18, 

2017 

Complete revision of Human Resource Management, Legal Affairs (Agency Management), and Payroll (Financial Management). 
IMPORTANT:  Disposition authority for legal advice/opinions provided by the agency attorney (or outside counsel) is granted with the DAN 
for the records to which the advice relates, whether specified in each individual records series or not.  EMPLOYEE refers to any individual 
who performs tasks or assumes responsibilities for or on behalf of the agency, whether paid or unpaid (e.g., appointed, volunteer, contract, 
temporary, etc.)  This definition applies only in relation to legal disposition authority and does not refer to legal employment status.  16 
records series added; 63 revised; and 98 discontinued. (All changes are listed in the Summary of Changes.) 

 

 

For assistance and advice in applying this records retention schedule, 

please contact Washington State Archives at:  

recordsmanagement@sos.wa.gov 

or contact your Regional Archivist. 

 

http://www.sos.wa.gov/archives/ 

mailto:recordsmanagement@sos.wa.gov
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1. AGENCY MANAGEMENT  
The function relating to the overarching management of the local government agency and its general administration.  Also includes managing the agenŎȅΩǎ 
interaction with its community, and managing its legal matters. 

 ADMINISTRATION (GENERAL) 
The activity associated with the day-to-day operations of the agency.  Includes short-term records that can be disposed of as part of normal 
administrative practice. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-01-02 
Rev. 0 

 

ADMINISTRATIVE WORKING FILES  
Subject files containing informational copies of various records organized by issue, person, 
subject, or other areas of interest. 

Remarks:  Contact your Regional Archivist before disposing of elected official, executive or 
department head files.  Records from this series may be selected for transfer to and preservation 
at a Regional Archives branch. 

Destroy when obsolete or 
superseded - elected official, 
executive and department head 
files are potentially archival 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 

GS50-01-36 
Rev. 0 

APPOINTMENT CALENDARS 

Remarks:  Elected officials and department heads may want to retain appointment calendars to 
document activities and appointments for a longer period of time. 

 

Destroy when obsolete or 
superseded   

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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 ADMINISTRATION (GENERAL) 
The activity associated with the day-to-day operations of the agency.  Includes short-term records that can be disposed of as part of normal 
administrative practice. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-01-12 
Rev. 3 

Communications ς Governing/Executive/Advisory 
Internal and external communications to, from, and/or on behalf of ǘƘŜ ŀƎŜƴŎȅΩǎ governing 
bodies, elected official(s)/executive management, and advisory bodies, that are made or 
received in connection with the transaction of public business, and that are not covered by 
a more specific records series.   

Includes all communication types, regardless of format:  
¶ Correspondence, email; 
¶ Web sites/forms/pages, social networking posts and comments, etc. 

Includes, but is not limited to:   
¶ Agency-initiated information/advice; 
¶ Communications sent or received by support staff (administrative assistants, 

communications staff, etc.) on behalf of the executive or governing/advisory member; 
¶ Requests for and provision of information/advice. 

Excludes: 
¶ Non-executive communications covered by DAN GS2010-001; 
¶ Public records requests covered by DAN GS2010-014; 
¶ The provision of routine information covered by DAN GS50-02-01. 

bƻǘŜΥ  LƴŦƻǊƳŀǘƛƻƴκŀŘǾƛŎŜ ǇǳōƭƛǎƘŜŘ ƻƴƭƛƴŜ ōȅ ǘƘŜ ŀƎŜƴŎȅ ŎƻƴǘƛƴǳŜǎ ǘƻ ōŜ άǇǊƻǾƛŘŜŘέ ǳƴǘƛƭ ǘƘŜ 
date it is removed/withdrawn.  

Retain for 2 years after 
communication received or 
provided, whichever is later 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention.  
 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 
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 ADMINISTRATION (GENERAL) 
The activity associated with the day-to-day operations of the agency.  Includes short-term records that can be disposed of as part of normal 
administrative practice. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2010-001 
Rev. 3 

Communications ς Non-Executive 
Internal and external communications to or from employees (includes contractors and 
volunteers), that are made or received in connection with the transaction of public business, 
and that are not covered by a more specific records series. 

Includes all communication types, regardless of format:   
¶ Correspondence, email; 
¶ Web sites/forms/pages, social networking posts and comments, etc. 

Includes, but is not limited to:   
¶ Requests for and provision of information/advice; 
¶ Agency-initiated information/advice. 

Excludes: 
¶ Communications sent or received by support staff on behalf of the executive or 

governing/advisory member, which are covered elsewhere in CORE (such as GS50-01-12) 
and sector schedules; 
¶ Governing/Executive/Advisory communications covered by DAN GS50-01-12; 
¶ Public records requests covered by DAN GS2010-014; 
¶ The provision of routine information covered by DAN GS50-02-01. 

bƻǘŜΥ  LƴŦƻǊƳŀǘƛƻƴκŀŘǾƛŎŜ ǇǳōƭƛǎƘŜŘ ƻƴƭƛƴŜ ōȅ ǘƘŜ ŀƎŜƴŎȅ ŎƻƴǘƛƴǳŜǎ ǘƻ ōŜ άǇǊƻǾƛŘŜŘέ ǳƴǘƛƭ ǘƘŜ 
date it is removed/withdrawn. 

Retain for 2 years after 
communication received or 
provided, whichever is later 
   then 
Destroy. 

 

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 
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 ADMINISTRATION (GENERAL) 
The activity associated with the day-to-day operations of the agency.  Includes short-term records that can be disposed of as part of normal 
administrative practice. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-06F-03 
Rev. 1 

Informational Reports Compiled for Agency Use 
Reports created by agency staff where not covered by a more specific records series in CORE 
or sector schedules.  

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention.  

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 

GS50-01-39 
Rev. 1 

Project Files (Miscellaneous) 
Records relating to agency projects where not covered by a more specific records series in 
CORE or sector schedules.  

 

Retain for 6 years after 
completion of project 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 

GS50-01-32 
Rev. 1 

Research/Program Reports, Studies, Surveys, Models, and Analyses 
Research/program reports, studies, surveys, models, and analyses where not covered by a 
more specific records series in CORE or sector schedules. 

Excludes reports covered by GS2012-028 and data extracts/printouts covered by GS50-02-

04. 

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 
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 AUTHORIZATION/CERTIFICATION 
The activity of the local government agency seeking authorization/approval from regulating authorities relating to its general functions, mission, or 
operations, where regulated by federal, state or local law or court rule.  Excludes the granting of approval by the local government agency acting in a 
regulatory capacity, which is covered in sector schedules. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-01-42 
Rev. 2 

Authorizations/Certifications ς Agency Management 
Records relating to licenses, permits, accreditations, certifications, inspections, and other 
authorizations acquired by the agency in relation to its general functions and operations, 
where not covered by a more specific records series.  Includes authorizations required by 
and/or received from regulating authorities (local, state, federal agencies and/or courts). 

Includes applications, confirmations, correspondence, violations/corrections, reports, etc.  

Includes, but is not limited to:  
¶ Airport operating certificates (United States Federal Aviation Administration, 14 CFR § 

139);  
¶ Animal control registration (Board of Pharmacy, RCW 69.50.310);  
¶ Animal exhibitor/importer/rehabilitation licenses, registrations and permits (U.S. 

Department of Agriculture, Center for Disease Control, U.S. Dept. of Fish and Wildlife); 
¶ Drug Enforcement Agency (DEA) license to acquire/dispense drugs;  
¶ Transportation (trains, light rail, ferries, school buses, etc.) (U.S. Dept. of Transportation, 

Title 49 CFR);  
¶ Temporary permits and licenses (food and beverage, public gatherings, etc.); 
¶ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ {ŜƭŦ-Insurance Certification (WAC 296-15-021). 

Excludes records covered by: 
¶ Authorizations/Certifications - Hazardous Materials (DAN GS55-01M-04); 
¶ Capital Assets (Real Property) (DAN GS55-05A-06) (land division permits, etc.). 

IMPORTANT:  Excludes authorizations granted by the local government agency such as permits, 
certificates, licenses, etc. (which are covered in sector schedules). 

Retain for 6 years after 
authorization superseded or 
terminated     
   and 
conditions of authorization 
satisfied  
   and  
violations (if any) corrected 
   then 
Destroy.  
 

NON-ARCHIVAL 

ESSENTIAL 

OPR 

http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr;sid=808cd0089f3b2c95c2224b8e59e89a22;rgn=div5;view=text;node=14%3A3.0.1.1.14;idno=14;cc=ecfr
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr;sid=808cd0089f3b2c95c2224b8e59e89a22;rgn=div5;view=text;node=14%3A3.0.1.1.14;idno=14;cc=ecfr
http://apps.leg.wa.gov/rcw/default.aspx?cite=69.50.310
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?sid=801718c8c2c885b3ecc39c7b30b4ead3&c=ecfr&tpl=/ecfrbrowse/Title49/49tab_02.tpl
http://app.leg.wa.gov/wac/default.aspx?cite=296-15-021
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 CHARTER, JURISDICTION AND MISSION   
The activity of establishing, documenting and determining ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎȅΩǎ charter, jurisdiction and mission.  Excludes records covered in 
the Meetings and Hearings section. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2012-015 
Rev. 0 

Agency Identity/Brand 
wŜŎƻǊŘǎ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǎŜƭŜŎǘƛƻƴ ƻŦ ǘƘŜ ŀƎŜƴŎȅΩǎ ƛŘŜƴǘƛǘȅκōǊŀƴŘ ŦƻǊ ǳǎŜ ƻƴ 
printed materials, web pages, signs, badges, banners, etc.   

May include, but is not limited to: 
¶ Design of symbols, logos, emblems, etc.; 
¶ Determination of mottos, slogans, school colors, mascots, etc.; 
¶ Establishment of program names, etc.; 
¶ Public participation in the decision-making process. 

Excludes the naming of buildings, roads, bridges, and other assets covered by GS2012-032. 

Excludes intellectual property ownership records covered by GS2012-030. 

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention.  

ARCHIVAL 
(Appraisal Required) 

ESSENTIAL 
OPR 

GS50-01-37 
Rev. 1 

Census Records from the State Office of Financial Management 

Note:  This record is retained permanently by the Office of Financial Management in accordance 
with its records retention schedule.  
 
 

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 

GS50-05A-01 
Rev. 1 

Charter and Bylaws ς Adopted 
Official, adopted charter and/or bylaws defining the scope of the agency and its rights, 
ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΣ ŀƴŘ ŀǳǘƘƻǊƛǘȅΣ ŀƴŘ ƛƴŎƭǳŘƛƴƎ ǿǊƛǘǘŜƴ ǊǳƭŜǎ ŦƻǊ ǘƘŜ ŀƎŜƴŎȅΩǎ ŘŜŎƛǎƛƻƴ-making 
bodies (councils, commissions, committees, etc.).  Includes Associated Student Bodies (ASB). 

Retain until superseded 
   then 
Transfer to Washington State 
Archives for permanent 
retention. 

ARCHIVAL 
(Permanent Retention) 

ESSENTIAL 
OPR 
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1. AGENCY 
MANAGEMENT 
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 CHARTER, JURISDICTION AND MISSION   
The activity of establishing, documenting and determining ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎȅΩǎ charter, jurisdiction and mission.  Excludes records covered in 
the Meetings and Hearings section. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-05A-07 
Rev. 1 

Charter and Bylaws ς Development 
wŜŎƻǊŘǎ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ǘƘŜ ŀƎŜƴŎȅΩǎ charter and/or by-laws defining the 
scope of the agency and its rights, responsibilities, and authority, and including written rules 
ŦƻǊ ǘƘŜ ŀƎŜƴŎȅΩǎ ŘŜŎƛǎƛƻƴ-making bodies (councils, commissions, committees, etc.).  Includes 
Associated Student Bodies (ASB).  

Excludes adopted charters and bylaws covered by GS50-05A-01. 

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 

GS50-16-09 
Rev. 1 

Jurisdictional Boundary ς Official 

Official documentation of the agencyΩǎ ƭŜƎŀƭ jurisdictional boundary, changes to its boundary 
(including annexation or incorporation), and related records documenting locations and 
ǇƘȅǎƛŎŀƭ ŦŜŀǘǳǊŜǎ ǿƛǘƘƛƴ ǘƘŜ ŀƎŜƴŎȅΩǎ ƧǳǊƛǎŘƛŎǘƛƻƴ.   

Records may include, but are not limited to: 

¶ Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos; 
¶ Surveys, land survey field books; 
¶ Geological data/geotechnical reports. 

Excludes records that are: 
¶ Site-specific to real property assets owned by the agency and covered by GS55-05A-06; 
¶ Held by the county engineer and covered by GS2012-031; 
¶ Covered in the County Assessor, County Auditor, & Land Use Planning and Permitting 

sector schedules. 

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for permanent 
retention.  

ARCHIVAL 
(Permanent Retention) 

ESSENTIAL 
OPR 
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 CHARTER, JURISDICTION AND MISSION   
The activity of establishing, documenting and determining ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎȅΩǎ charter, jurisdiction and mission.  Excludes records covered in 
the Meetings and Hearings section. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS52-03A-05 
Rev. 1 

 
 

Jurisdictional Boundary ς Development 

Records relating to the development and/or proposal of modifications/changes to the 
agencyΩǎ jurisdictional boundary (including annexation or incorporation).  Includes requests, 
proposals, process documentation, related communications, etc.  

Excludes records covered by GS50-05A-13, Meetings ς Governing/Executive. 

Excludes official boundary documentation covered by GS50-16-09. 

Retain for no longer needed for 
agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention.  

ARCHIVAL 
(Appraisal Required) 

ESSENTIAL 
OPR 

GS50-18-38 
Rev. 1 

 
 

Jurisdictional Reference ς Maps, Drawings, Photographs 

Maps, drawings, and/or photographs that provide reference information on land use 
conditions and physical features ǿƛǘƘƛƴ ǘƘŜ ŀƎŜƴŎȅΩǎ ƧǳǊƛǎŘƛŎǘƛƻƴŀƭ ōƻǳƴŘŀry, prepared or 
collected by the agency and used for staff reference and/or public information.  

Records may include, but are not limited to: 

¶ Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos; 
¶ Surveys, land survey field books; 
¶ Geological data/geotechnical reports. 

Excludes records covered more specifically in CORE or sector schedules such as records that 
are: 
¶ Related to projects covered in the Land Use Planning sector schedule; 
¶ Site-specific to real property assets owned by the agency and covered by GS55-05A-06; 
¶ Held by the county engineer and covered by GS2012-031.  

Retain for no longer needed for 
agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention.    

ARCHIVAL 
(Appraisal Required) 

ESSENTIAL 
OFM 
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 COMMUNITY AND EXTERNAL RELATIONS 
¢ƘŜ ŀŎǘƛǾƛǘȅ ƻŦ ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎȅΩǎ ƛƴǘŜǊŀŎǘƛƻƴ ǿƛǘƘ ƛǘǎ ŎƻƳƳǳƴƛǘȅΦ 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2011-165 
Rev. 0 

Advertising and Promotion 
Records relating to the planning and/or execution of educational or promotional events, 
campaigns, and contests conducted by the agency to promote thŜ ŀƎŜƴŎȅΩǎ Ƴƛǎǎƛƻƴ ƻǊ 
business 

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 

GS2011-166 
Rev. 0 

Awards and Recognitions 

Records documenting international, national, and other significant awards and recognition 
received by the agency in relation to its functions and assets. 

Includes, but is not limited to: 
¶ Awards (design, efficiency, sustainability, etc.) for agency-owned buildings, monuments, 

bridges, dams, and features (archeological, geographical or topological), etc.; 
¶ Recognition for web site or electronic information system designs, transit 

efficiency/service, customer service excellence, etc. 

Excludes artifacts (plaques, trophies, etc.). 

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 

GS2011-167 
Rev. 0 

 

Charity Fundraising 
wŜŎƻǊŘǎ ŘƻŎǳƳŜƴǘƛƴƎ ǘƘŜ ŀƎŜƴŎȅΩǎ ŎƻƻǊŘƛƴŀǘƛƻƴ ŀƴŘ ǎǳǇǇƻǊǘ ƻŦ ŀƴŘκƻǊ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ 
charity fundraising campaigns, including promotion of employee payroll deductions. 

Includes, but is not limited to: 
¶ Decision process for selecting charity campaigns to support; 
¶ Communication between the agency and charities; 
¶ Dissemination of charity information; 
¶ Arrangements and promotion of campaign events. 

Excludes authorizations of payroll deductions covered by GS50-03E-01. 

Retain for 6 years after end of 
fiscal year 
   then 
Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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 COMMUNITY AND EXTERNAL RELATIONS 
¢ƘŜ ŀŎǘƛǾƛǘȅ ƻŦ ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎȅΩǎ ƛƴǘŜǊŀŎǘƛƻƴ ǿƛǘƘ ƛǘǎ ŎƻƳƳǳƴƛǘȅΦ 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-01-09 
Rev. 2 

Citizen Complaints/Requests 
Communications from citizens making a complaint or request, as well as the associated 
agency response.  Includes community mediation/dispute resolution records relating to 
routine issues where not covered by a more specific records series.  

Excludes records covered more specifically in CORE or sector schedules such as: 
¶ Claims for Damages (DAN GS50-01-10); 
¶ Code Enforcement (DAN GS2012-026); 
¶ Contracts and Agreements (General) (DAN GS50-01-11); 
¶ Public Disclosure/Records Requests (DAN GS2010-014); 
¶ Social service files covered in the Social Services Records Retention Schedule. 

Retain for 3 years after matter 
closed 
   then 
Destroy.  

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

GS50-06F-07 
Rev. 1 

Media Releases and Coverage 
Records relating to media coverage (television, radio, newspapers, internet, etc.) of the 
ŀƎŜƴŎȅΩǎ activities and accomplishments.  

Includes, but is not limited to: 
¶ Audio/visual recordings/transcripts of press conferences, speeches, etc., by the head of 

the agency or senior executives; 
¶ Copies of guest editorials written by the head of the agency or senior executives; 
¶ Copies of news clippings/media coverage; 
¶ Interactions with the media (press/news releases issued by the agency, etc.). 

9ȄŎƭǳŘŜǎ ƛƴŦƻǊƳŀǘƛƻƴ ǇǊƻǾƛŘŜŘ ƻƴ ǘƘŜ ŀƎŜƴŎȅΩǎ ƻǿƴ ǿŜōǎƛǘŜ ƻǊ ǎƻŎƛŀƭ ƳŜŘƛŀ ŎƘŀƴƴŜƭǎ ǿƘƛŎƘ 
ƛǎ ǊŜǘŀƛƴŜŘ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΩǎ function and purpose. 

Retain for 2 years after end of 
calendar year 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention.  

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 
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 COMMUNITY AND EXTERNAL RELATIONS 
¢ƘŜ ŀŎǘƛǾƛǘȅ ƻŦ ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎȅΩǎ ƛƴǘŜǊŀŎǘƛƻƴ ǿƛǘƘ ƛǘǎ ŎƻƳƳǳƴƛǘȅΦ 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2011-168 
Rev. 0 

Proclamations 
Proclamations issued by the mayor, commissioner, or elected executive on behalf of the 
local government agency, where not included in the minutes or meeting packet of the 
ŀƎŜƴŎȅΩǎ ƎƻǾŜǊƴƛƴƎ ōƻŘȅΦ 

Retain for 6 years after issued 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 

GS2012-016 
Rev. 0 

 

Public Notice (Official) 
Records documenting public notices published or posted by the local government agency in 
order to inform the general public of its actions, decisions, or services.  Includes all public 
notices, whether posted voluntarily or required by statute, where not covered by a more 
specific records series.  

Includes, but is not limited to: 
¶ Affidavit of mailing, posting or publishing; 
¶ Notices of agency elections, ordinances, auction, public meetings/hearings, etc. 

Excludes notices covered more specifically in CORE or sector schedules, such as public 
notices relating to bids and proposals covered by GS50-08A-01 and GS50-08A-11. 

Retain for 6 years after notice 
published  
   or 
6 years after published event 
completed, whichever is later 
   then 
Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

GS50-01-30 
Rev. 0 

PUBLIC OPINION POLLS  
 
 
  

Retain until no longer needed 
for agency business 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention. 

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OFM 
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 CONTRACTS/AGREEMENTS 
The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such 
contracts and agreements. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2011-169 
Rev. 2 

Contracts and Agreements ς Capital Assets (Non-Real Property) 

Records relating to agreements between the agency and one or more parties that set out 
terms and conditions to which the signing parties agree or submit, and that relate to capital 
asset ownership, but do not establish, alter, or abolish real property ownership.  Includes 
negotiations, change orders, compliance monitoring, etc.  

Includes, but is not limited to: 
¶ Purchase and sales agreements (non-real property only); 
¶ Bond, grant and levy project contracts/agreements (non-real property only); 
¶ Building construction and improvements; 
¶ Rights-of-way and/or easements granted to (received by) the agency; 
¶ Franchises granted to (received by) the agency. 

Excludes contracts/agreements covered more specifically in CORE or sector schedules such 
as: 
¶ Capital Assets (Real Property) (DAN GS55-05A-06) (for real property agreements, rights-

of-way/easements granted by the agency, etc.); 
¶ Financial Transactions - Bond, Grant and Levy Projects (DAN GS2011-183); 
¶ Franchise Requests ς Granted by Agency (DAN GS50-05A-10). 

Note: Bond transactions are completed when the final bond payment is made.  

Retain for 6 years after 
completion of transaction 
   or  
6 years after termination/ 
expiration of instrument 
   or 
6 years after disposition of asset 
(if asset owned by agency), 
whichever is later 
  then 
Destroy.  

NON-ARCHIVAL 

ESSENTIAL 

OPR 
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 CONTRACTS/AGREEMENTS 
The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such 
contracts and agreements. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-01-11 
Rev. 4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued 
Next Page 

Contracts and Agreements ς General 

Records relating to agreements between the agency and one or more parties that set out 
terms and conditions to which the signing parties agree or submit, and that do not establish, 
alter, or abolish ownership of capital assets.   

Includes, but is not limited to: 
¶ Memoranda of understanding (MOU); 
¶ Negotiations, final/initial agreements, change orders, amendments, addenda;  
¶ Compliance monitoring; 
¶ Legal interpretations, mediation, arbitration, etc. 

Contracts/agreements include, but are not limited to: 
¶ Bonds (fidelity/surety coverage, performance/vendor, elected & appointed official, etc.); 
¶ Customer account authorizations (automatic payments, ongoing discounts, etc.); 
¶ Employee use of personally-owned items for work-related purposes (weapon, vehicle, 

ergonomic equipment, Personal Protective Equipment [PPE], cell phone, laptop, etc.); 
¶ Human resources (delegation of authority, employee/employment, etc.). Does not 

include retirement verification records covered by GS2017-009; 
¶ Inter-agency, intra-agency, inter-governmental, inter-local agreements; 
¶ Labor relations (collective bargaining, Public Employer Relations Commission (PERC) 

filings, etc.) Does not include employee grievances; 
¶ Lease, escrow, and rental agreements; 
¶ Lending agreements (facility, equipment, vehicle, etc.);  
¶ Liability waivers (hold harmless, insurance, etc.); 
¶ Loan agreements (long-term debt, etc.); 
¶ Master depository contract (banking);                         Continued Next Page 

Retain for 6 years after 
completion of transaction or 6 
years after termination/ 
expiration of instrument/  
coverage  
   then 
Destroy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Continued Next Page 

NON-ARCHIVAL 

ESSENTIAL 

OPR 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Continued Next 
Page 
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 CONTRACTS/AGREEMENTS 
The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such 
contracts and agreements. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-01-11 
Continued 

From Previous 
Page 

 

 

Contracts/agreements include, but are not limited to:                   Continued From Previous Page 
¶ Ongoing exemptions/discounts/rate reductions (utilities, property taxes, etc.); 
¶ Professional and client services; 
¶ Purchase and sales agreements (non-capital asset purchases only); 
¶ Retirement investment portfolios (for agencies operating their own pension systems); 
¶ Warranties. 

Excludes contracts/agreements covered more specifically in CORE or sector schedules such 
as: 
¶ Employee Retirement/Pension Verification (DAN GS2017-009); 
¶ Financial Transactions - Bond, Grant and Levy Projects (DAN GS2011-183). 

Note:  Pursuant to RCW 4.16.040, the statute of limitations for the commencement of actions 
uǇƻƴ ŀ ŎƻƴǘǊŀŎǘ άΧƻǊ ƭƛŀōƛƭƛǘȅ ŜȄǇǊŜǎǎ ƻǊ ƛƳǇƭƛŜŘ ŀǊƛǎƛƴƎ ƻǳǘ ƻŦ ŀ ǿǊƛǘǘŜƴ ŀƎǊŜŜƳŜƴǘΧέ ƛǎ с ȅŜŀǊǎΦ 

Continued From Previous Page 

 
 

Continued From 
Previous Page 

 

GS2012-017 
Rev. 0 

Franchise Requests ς Declined 

Records relating to franchise request proposals submitted to or requested by the local 
government agency where the request is not granted.  Includes review, development, 
negotiations, and related communications. 

Excludes franchises granted by the agency, which are covered by GS50-05A-10. 

Excludes franchises granted to the agency, which are covered by GS2011-169. 

Retain for 6 years after request 
declined 
   then 
Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

http://apps.leg.wa.gov/rcw/default.aspx?cite=4.16.040
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 CONTRACTS/AGREEMENTS 
The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such 
contracts and agreements. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-05A-10 
Rev. 1 

Franchise Requests ς Granted by Agency 

Records relating to franchise agreements granted by the local government agency allowing 
the use of public streets, bridges or other public ways, structures or places above or below 
the surface of the ground, for the provision of public services (such as utilities [gas, 
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in 
accordance with  RCW 35A.47.040 and/or RCW 80.32.010.  Includes review, development, 
negotiations, final agreement and related communications. 

Excludes franchises granted to the agency, which are covered by GS2011-169. 

Retain for 6 years after 
termination or withdrawal of 
franchise agreement 
   then 
Transfer to Washington State 
Archives for permanent 
retention.  

ARCHIVAL 
(Permanent Retention) 

ESSENTIAL 
OPR 

http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.47.040
http://apps.leg.wa.gov/rcw/default.aspx?cite=80.32.010
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 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA) 
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records 
Retention Schedule).  Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating 
authority, and oaths of office taken by elected and appointed officials. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2012-018 
Rev. 1 

 

Certification of Election ς By Regulatory Agency 
Agency copy of election certification documentation issued by a regulatory agency in 
accordance with federal, state or local law.  Includes certifications of elected officials (school 
board, city council, chief of police, judge, prosecuting attorney, etc.), bonds, levies, etc.  

Includes, but is not limited to, certifications of: 
¶ Regular and special elections held in accordance with Title 29 RCW and certified by the 
/ƻǳƴǘȅ !ǳŘƛǘƻǊΦ  ό/ƻǳƴǘȅ !ǳŘƛǘƻǊ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ǊŜŎƻǊŘǎ ŀǊŜ ŘŜǎƛƎƴŀǘŜŘ ά!ǊŎƘƛǾŀƭ ς 
tŜǊƳŀƴŜƴǘ wŜǘŜƴǘƛƻƴέ ƛƴ ǘƘŜ County Auditor Records Retention Schedule.) 
¶ Educational service district board and regional committee member elections held by the 

Superintendent of Public Instruction (OSPI) in accordance with RCW 28A.310.080).  
όh{tLΩǎ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ǊŜŎƻǊŘǎ ŀǊŜ ŘŜǎƛƎƴŀǘŜŘ ά!ǊŎƘƛǾŀƭέ ƛƴ ƛǘǎ ǊŜŎƻǊŘǎ ǊŜǘŜƴǘƛƻƴ ǎŎƘŜŘǳƭŜΦύ 
¶ Conservation District elections certified by the Washington State Conservation 

Commission (WSCC) in accordance with RCW 89.08.110Φ ό²{//Ωǎ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ǊŜŎƻǊŘǎ ŀǊŜ 
ŘŜǎƛƎƴŀǘŜŘ ά!ǊŎƘƛǾŀƭέ ƛƴ ƛǘǎ ǊŜŎƻǊŘǎ ǊŜǘŜƴǘƛƻƴ ǎŎƘŜŘǳƭŜΦύ 

Excludes: 
¶ Election administration records covered by GS2012-020; 
¶ Certification of elections certified by the local government agency, which are covered by 

GS2012-019; 
¶ County Auditor records covered in the County Auditor Records Retention Schedule. 

Retain until no longer needed 
for agency business 
   then 
Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

http://apps.leg.wa.gov/rcw/default.aspx?cite=29A
http://apps.leg.wa.gov/rcw/default.aspx?cite=28A.310.080
http://apps.leg.wa.gov/RCW/default.aspx?cite=89.08.110
http://www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionSchedulesforCountyAuditors.aspx
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 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA) 
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records 
Retention Schedule).  Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating 
authority, and oaths of office taken by elected and appointed officials. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2012-019 
Rev. 1 

 

Elections ς Held and Certified by the Local Government Agency (Official Results) 
Core official documentation and certification of elections held and certified by the agency.   

Records include, but are not limited to: 
¶ {ŀƳǇƭŜ ōŀƭƭƻǘǎΣ ǾƻǘŜǊǎΩ ǇŀƳǇƘƭŜǘǎΤ 
¶ Tabulated votes; 
¶ Certification of election. 

Elections include, but are not limited to: 
¶ Irrigation District elections held pursuant to RCW 87.03.075; 
¶ Associated Student Body (ASB) officer elections held pursuant to RCW 28A.325.020; 
¶ School Board President elections held pursuant to RCW 28A.330.010; 
¶ Executive Committee elections. 

Excludes County Auditor records covered in the County Auditor Records Retention Schedule. 

Excludes agency-held elections administration records covered by GS2012-020. 

Retain for 6 years after end of 
calendar year 
   then 
Contact Washington State 
Archives for appraisal and 
selective retention.  

ARCHIVAL 
(Appraisal Required) 

ESSENTIAL 
OPR 

GS2012-020 
Rev. 0 

Elections ς Held by the Local Government Agency (Administration) 
Internal administration of elections held by the local government agency.  
May include, but is not limited to: 
¶ Voter eligibility and challenges to voter eligibility; 
¶ Voted ballots, tally sheets; 
¶ Working files. 

Excludes County Auditor records covered in the County Auditor Records Retention Schedule. 

Excludes official election results documentation covered by GS2012-019. 

Retain for 1 year after 
certification of election 
   then 
Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 

http://apps.leg.wa.gov/rcw/default.aspx?cite=87.03.075
http://apps.leg.wa.gov/RCW/default.aspx?cite=89.08.110
http://apps.leg.wa.gov/RCW/default.aspx?cite=89.08.110
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 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA) 
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records 
Retention Schedule).  Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating 
authority, and oaths of office taken by elected and appointed officials. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2012-021 
Rev. 0 

Initiati ve, Referenda and Recall Measures 
Records relating to the administrative management of initiatives, referenda, and recall 
measures filed with the agency. 

Includes, but is not limited to: 
¶ Petitions signed by citizens;  
¶ Outreach, voter pamphlet input; 
¶ Planning files, legal opinions;  
¶ Related communications. 

Includes, but is not limited to, initiative, referenda, and recall measures: 
¶ Passed by voters; 
¶ Rejected by voters; 
¶ Where requisite number of signatures is not sufficient to place on ballot.  

Excludes elections records covered by GS2012-018, GS2012-019, and GS2012-020. 

Retain for 6 years after 
certification of election or 
determination of signature 
insufficiency 
   then  
Transfer to Washington State 
Archives for appraisal and 
selective retention.  

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 

 

GS50-05A-15 
Rev. 1 

Oaths Of Office ς Filed or Recorded with County Auditor 
Agency copy of official oaths of office taken by elected and appointed officials which have 
been filed or recorded with the County Auditor.   

Excludes oaths of office covered by GS2012-023. 

Note:  All documents filed and/or recorded with the County Auditor are designated Archival in the 
County Auditor Records Retention Schedule.   

Retain for 6 years after end of 
term of office or appointment 
   then 
Destroy.  

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA) 
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records 
Retention Schedule).  Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating 
authority, and oaths of office taken by elected and appointed officials. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS2012-023 
Rev. 1 

Oaths Of Office ς Not Filed or Recorded with County Auditor 
Official oaths of office taken by elected and appointed officials which have not been filed or 
recorded with the County Auditor.   

 

Retain for 6 years after end of 
term of office or appointment 
   then 
Transfer to Washington State 
Archives for permanent 
retention.  

ARCHIVAL 
(Permanent Retention) 

ESSENTIAL 
OPR 
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 EMERGENCY PLANNING, RESPONSE, RECOVERY 
The activity of the agency responding to natural, man-made, and technology disasters and emergencies.  

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-06A-02 
Rev. 1 

 
 

 

Backups for Disaster Preparedness/Recovery 
wƻǳǘƛƴŜΣ ŎȅŎƭƛŎŀƭ ōŀŎƪǳǇǎ ƻŦ ǘƘŜ ŀƎŜƴŎȅΩǎ ŜƭŜŎǘǊƻƴƛŎ ǊŜŎƻǊŘǎ ŎǊŜŀǘŜŘ ŦƻǊ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ 
disaster preparedness and recovery.  

Retain until no longer needed 
for agency business 
   then 
Destroy. 

NON-ARCHIVAL 

ESSENTIAL 
OFM 

GS2012-024 
Rev. 1 

 

Emergency/Disaster Preparedness ς Contact Information 
Personal contact information compiled to facilitate contact in the event of an emergency or 
natural disaster.  Includes employees, students, volunteers, etc.  

Includes, but is not limited to: 
¶ Medical information (provider name, blood type, allergies, ADA requirements, etc.); 
¶ Personal contact information (cell/home phone, email address, etc.); 
¶ Physical pick-up information (for students/minors, etc.). 

Retain until obsolete or 
superseded  
   then 
Destroy.  

NON-ARCHIVAL 

ESSENTIAL 
OFM 

GS50-14-03 
Rev. 2 

Emergency/Disaster Preparedness and Recovery Plans 

Emergency and disaster preparedness, response, and recovery plans prepared for any aspect 
ƻŦ ǘƘŜ ŀƎŜƴŎȅΩǎ ƻǇŜǊŀǘƛƻƴǎ and assets.  
Also includes, but is not limited to: 
¶ Employee emergency plans and fire prevention plans prepared in accordance with  

WAC 296-24-567; 
¶ Essential records lists. 

Excludes hazardous materials/dangerous waste management plans covered by GS50-19-08. 

Retain for 6 years after obsolete 
or superseded 
   then 
Destroy.  

NON-ARCHIVAL 

ESSENTIAL 
OPR 

 

http://apps.leg.wa.gov/wac/default.aspx?cite=296-24-567
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 EMERGENCY PLANNING, RESPONSE, RECOVERY 
The activity of the agency responding to natural, man-made, and technology disasters and emergencies.  

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS50-18-29 
Rev. 1 

 

Emergency/Disaster Response/Recovery ς Uncommon or Major 
Records relating to actions taken by the local government agency in response to uncommon 
or major natural or manmade disasters/emergencies (storms, floods, fires, earthquakes, 
terrorism, etc.), where the agency deploys non-routine procedures, mobilizes special 
resources, requires significant outside assistance and/or where normal agency operations 
are suspended or significantly disrupted. 

Includes, but is not limited to: 
¶ Emergency operations center activities and communications; 
¶ Invocation of mutual aid or interlocal agreements with adjoining local jurisdictions; 
¶ State of Emergency/disaster damage declaration; 
¶ Federal Emergency Management Agency (FEMA) claims; 
¶ Actions implemented to protect life, property, public peace, the environment, and/or the 

economic base of the community; 
¶ Protection, recovery and repair of agency or community assets. 

Excludes emergencies/disasters involving hazardous materials/dangerous waste covered by 
GS2011-177 or GS50-19-15. 

Retain for 6 years after matter 
resolved/recovery complete 
   then 
Transfer to Washington State 
Archives for appraisal and 
selective retention.  

ARCHIVAL 
(Appraisal Required) 

NON-ESSENTIAL 
OPR 

GS2012-025 
Rev. 0 

 

Emergency/Disaster Response/Recovery ς Routine or Minor 
Records relating to actions taken by the local government agency in response to routine or 
minor natural or manmade disasters/emergencies (leaking pipes/flooding, snow closure, 
vandalism, etc.) where the agency manages the recovery with minimal assistance and/or 
disruption to normal agency operations.  

Excludes emergencies/disasters covered by GS50-18-29, GS2011-177 or GS50-19-15. 

Retain for 6 years after matter 
resolved/recovery complete 
   then 
Destroy. 

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 
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 LEGAL AFFAIRS 
The activity of providing legal counsel and managing litigation for the local government agency.  Includes internal and outside counsel.   
IMPORTANT:  /ǊƛƳƛƴŀƭ ŀƴŘ ŎƛǾƛƭ ŎŀǎŜǎ ŦƛƭŜŘ ƻƴ ōŜƘŀƭŦ ƻŦ άtƘŜ tŜƻǇƭŜ ƻŦέ ǘƘŜ ŎƛǘƛŜǎΣ ŎƻǳƴǘƛŜǎΣ ƻǊ ǘƘŜ {ǘŀǘŜ ƻŦ ²ashington, are covered in the Prosecuting 
Attorney Records Retention Schedule. 

DISPOSITION 
AUTHORITY 

NUMBER (DAN) 
DESCRIPTION OF RECORDS 

RETENTION AND  
DISPOSITION ACTION 

DESIGNATION 

GS53-02-01 
Rev. 2 

 
 

Attorney General Opinions 
Formal opinions issued by the Washington Attorney General in response to requests by the 
county prosecuting attorney.   

Note:  Opinions issued by the Office of the Attorney General are designated Archival in the Office 
of the Attorney General Records Retention Schedule.   

Retain until no longer needed 
for agency business 
   then 
Destroy.  

NON-ARCHIVAL 
NON-ESSENTIAL 

OFM 

GS2011-171 
Rev. 1 

 
 
 

Civil Rights ς Compliance 
wŜŎƻǊŘǎ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ ŀƎŜƴŎȅΩǎ ŜŦŦƻǊǘǎ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ ŦŜŘŜǊŀƭΣ ǎǘŀǘŜ ŀƴŘ ƭƻŎŀƭ ǎǘŀǘǳǘŜ 
governing employeeǎΩ and ǘƘŜ ƎŜƴŜǊŀƭ ǇǳōƭƛŎΩǎ ŎƛǾƛƭ ǊƛƎƘǘǎΦ   

Includes, but is not limited to: 
¶ Agreements, surveys, reports; 
¶ Meeting and training materials; 
¶ Notifications and communications. 

Excludes records covered by: 
¶ Civil Rights Compliance (Section 504 Accommodations)  (DAN GS50-04C-01); 
¶ Civil Rights Violation Complaints (1985 and Earlier)(DAN GS50-04C-04); 
¶ Civil Rights Violation Complaints (1986 and Later) (DAN GS2017-012). 

Retain for 6 years after end of 
calendar year and no longer 
needed for agency business 
   then 
Destroy.  

NON-ARCHIVAL 
NON-ESSENTIAL 

OPR 




























































































































































































































































































